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Job Description

HR Assistant |CATCH 
	Perm/Contract:
	Permanent

	Location:
	CATCH, Redwood Park Estate, Stallingborough, DN41 8TH

	Hours:
	08:00 – 16:00 – exact days to be discussed on applying

	Reports to:
	HR Manager 

	Team:
	Support Services  



About CATCH
CATCH is a membership led, skills, competency and apprenticeship providers supporting the process, energy, engineering and renewable industries in Lincolnshire, Yorkshire, and Humber.
About the role
The HR Assistant will support the day-to-day operations of the HR department, coordinating key stages of the employee lifecycle from recruitment and onboarding to employee engagement and training. The role involves maintaining accurate employee records, supporting HR processes and compliance, coordinating training activities, and providing administrative support to ensure a positive employee experience.
Responsibilities
· Coordinate key stages of the employee lifecycle, from talent attraction and recruitment through to onboarding, ensuring a smooth and positive experience for new employees.
· Assist in completing new hire paperwork and ensuring compliance with documentation.
· Order and coordinate employee equipment distribution.
· Maintain accurate employee electronic records and files.
· Prepare and distribute HR related communications.
· Maintain and update the employee training matrix, monitoring training completion to support compliance with company requirements.
· Assist with benefits enrolment processes and provide employees with basic benefits information.
· Collaborate with the finance department to ensure accurate and timely processing of employee data.
· Participate in employee engagement initiatives and events.
· Help address employee inquiries and direct them to appropriate resources.
· Maintain a positive and welcoming HR office environment.

The duties and responsibilities in this job description are not restrictive and the post holder may be required to undertake other duties from time to time. Any such duties should not however substantially change the general character of the post.

Candidate requirements
Essential
· Strong organisational skills and attention to detail.
· Excellent communication skills, both written and verbal.
· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
· Ability to maintain confidentiality and handle sensitive information.
· Positive attitude, willingness to learn, and a proactive approach to tasks.
· Prior administrative or customer service experience is beneficial.

Desirable
· CIPD Foundation Certificate in People Practice 

Work Environment
· Work Demands – The post holder will be required to work to overall targets set by the Chief Executive and the CATCH Board of Directors. On a daily basis reports to EA/HR Officer 
· Working Conditions – The post holder will be site based at CATCH, Redwood Park Estate, Stallingborough, DN41 8TH
· Hours of Work – Some ‘out of hours’ working may be required to meet the needs of the role. 

General 
· Safeguarding- HCF CATCH LTD is dedicated to and recognises our moral and statutory responsibility to safeguard and promote the welfare of all apprentices, learners, service users and staff. All those involved in training must adhere to the ethos that ‘it could happen here’ to reinforce the protection of individuals and the identification/reporting of concerns.
· HCF CATCH LTD recognises the importance of providing an ethos and environment that will help apprentices and learners to be safe and feel safe, secure and respected; encourage them to talk openly; and enable them to feel confident that they will be listened to. We are alert to the signs of abuse and neglect and follow our procedures to ensure that children, young people and adults receive effective support, protection and justice.
· HCF CATCH LTD has a zero tolerance approach to abuse and any other harmful behaviour.
· The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020)- provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website. Please note any criminal convictions except those 'spent', or otherwise ‘protected’, under the Rehabilitation of Offenders Act 1974.
· The role is dependent upon the completion of a successful DBS certificate.
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